’)Cardinal Human Resources Job Aid
d HR351 EPR Tool

Updating Employee and Position Counts

Cardinal contains a custom Employee Position Reporting (EPR) tool that is very similar to the DHRM
EPR tool being replaced. This tool generates required data to legislatively mandated reports. At the
end of each month, an automatic batch process runs that enables each Agency HR Team to use the
EPR Tool. HR Administrators and HR EPR Only Users will use this tool to update and certify that
their filled Position counts are reflected correctly.
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Updating Employee and Position Counts
1. Navigate to the EPR Tool page using the following path:

Navigator > Workforce Administration > EPR Tool

Human Resources Job Aid

The EPR Tool page is displayed.

HR351 EPR Tool

Note: The Non - Faculty and Faculty totals equal the Totals page. After the EPR Run Control
process is completed, the current row will be displayed and the Certified checkbox will NOT be

checked.

The Non-Faculty tab is displayed.

/t) Cardinal

< Cardinal Homepage

| Non-Faculty ‘|| Fazulty ‘I‘ Totzls |

EPR Tool

Business Unit 70100  Dapt of Cor - Central Admin

Employee Position Reports
Non-Faculty

Restricted  Restricted
*Effective Date FTE

Q |l 130f25 | B

Mon-Restrict Non-Restrict Wage
Headcount FTE Headcount

4l Wiw Al

Wage

Relumloiean:hl Naufy|

Non-Faculty | Faculty | Tatals

Headcount FTE
1211472020 Beneral Fund 200 150.00 108 8025 = £5.00
Certified?  pon-Genl Fund 1 1.00 13 1.00 ] 6.00
. Restricted  Restricted  Non-Restrict Non-Restrict  Wage Wage
Effective Date Headcount FTE Headcount FTE Headcount FTE
0172020 G5]| General Fund e as1.45 250 13000 100/ 70|
D0 Certified?  Nor-Gani Fund 1| 100 13| 10| 4| 60|
“Effsctive Date Restricted  Restricted  Non-Restrict Non-Restrict  Wage Wage
Headcount FTi Headcount FTE Headcount FTE
10/21/2019 -
General Fund 2 1200 357 327.00 0 000
Certified?  Mon-Genl Fund
8 600 1 1.00 o 000

2. Update if needed.
3.  Click the Faculty tab.
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HR351 EPR Tool
The following page displays.

/1) Cardinal

< Cardinal Homepage EPR Tool % Q : @

New Window | Help | Personalize Page

| Non-Fazulty H Faculty I‘ Totals I

Business Unit 70100 Dept of Corr - Central Admin

Employee Position Reports

Faculty Q | 120025 v b M1 Viewal
Restricted Restricted MNon-Restrict Non-Restrict Wage Wage
Effective Date e Fug | HedEOUTE FTE Headcount FTE Headcount FTE
eneral Fun
12142020 a 000 18 15.50 a 000
Certified?
Nan-Genl Fund o 000 o 000 o 000
Restricted Restricted Mon-Restrict Non-Restrict Wage Wage
Effective Date _— Pt sy o
" eneral Fun
itizzo | qf| oo | 17| | 1850 | al | 00|
Certified? MNon-Genl Fund
[ o[ ooa | o ool | o [ 000
Restricted Restricted MNon-Restrict Non-Restrict Wage Wage
Effective Date Generat Fung | Hesdeount FTE Headeount FTE Headcount FTE
eneral Fun
0212019 a 000 0 000 a 000
Ceortifieqs  Mon-Genl Fung
a 0.00 o 0.00 a 0.00

Return to Search Notify

Mon-Faculty | Faculty | Totals

4.  Update if needed.
5.  Click the Totals tab.
The following page displays.

f) Cardinal

< Cardinal Homepage EPR Tool & Q @

New Window | Halp | Personalize Page
Mon-Faculty Fasulty Totals

Business Unit 70100  Dept of Cor - Central Admin

Employee Position Reports

Totals Q| 13025 w| b M| views
wer | Salaried Salaried  Wage Wage Overall Overall
Efisctive Date Headcount FTE  Headcount FTE Headcount FTE
020 123200 518 48920, 104 o1.00 2z sa020
Certified?
wer | Salaried Salaried  Wage Wage Overall Overall
Efiective Date Headcount FTE  Headcount FTE Headcount FTE
11/01/2020 123400 s21| | aetro| | 08| | eam a7 sas70

Certified?

weL | Sslsrisd Salaried Wage Wage Overall Overall
Effective Date Headcount FTE Headcount FTE Headcount FTE
; o 2 .
1073112019 4Ta80 400 348.00 o g 200 343.00

Certified?

Return to Search Notify

Non-Facuiy | Faculty | Totsls

6. Update if needed.
7. Click the Certified checkbox on each row on each tab.

Note: Once the transaction is saved, the data cannot be uncertified or changed. Validate all data
is correct before clicking the Save button.

8. Click the Save button.
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HR351 EPR Tool
The screenshots below display an example of a completed Certified transaction. The Certified
checkboxes are checked and grayed out.

Example of Certified Non-Faculty Tab

Non-Faculty Faculty Totals

Business Unit 10100 House of Delegates
Employee Position Reports

Non-Faculty Find | View All First ‘4 130f23 ! Last

Restricted Restricted Non-Restrict Non-Restrict Wage Wage
*Effective Date Headeount FTE Headeount FTE Headeount FTE

10/31/2019 General Fund 0 0.00 0 0.00 0 0.00

+/ Certified? MNon-Genl Fund 0 0.00 0 0.00 0 0.00.
“Effective Date Restricted Restricted Non-Restrict Mon-Restrict Wage Wage
Headcount FTE Headcount FTE Headcount FTE

09/30/2019 General Fund 0 0.00 145 143.00 7 4400

| Certified? Non-Genl Fund 0 0.00 0 0.00 0 0.00
“Effactive Date Restricted Restricted Non-Restrict Non-Restrict Wage Wage
08/31/2019 Headcount FTE Headcount FTE Headcount FTE

General Fund 0 0.00 145 144.00 10 54.00

| Certified? Non-Genl Fund 0 0.00 0 0.00 0 0.00

|[Flsave ||[@" Retum to Search ||[=] Notify

Non-Faculty | Faculty | Totals
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Human Resources Job Aid

Example of Certified Faculty Tab

HR351 EPR Tool

| Non-Faculty |‘ Faculty | Totals |

Business Unit 10100
Employee Position Reports

Faculty

Effective Date
10/31/2018

/| Certified?

General Fund

Non-Genl Fund

Effective Date
09/30/2019 General Fund

| Certified? Mon-Genl Fund

Effective Date
08/31/2019

| Certified?

General Fund
Non-Genl Fund

House of Delegates

|[Flsave ||[ch Retumn to Search

Restricted Restricted
Headcount FTE

0 0.00

0 0.00
Restricted Restricted
Headcount FTE

0 0.00

0 0.00
Restricted Restricted
Headcount FTE

0 0.00

0 0.00

|| =] Notify |

MNon-Faculty | Faculty | Totals

Find | View All

Non-Restrict Non-Restrict
Headcount FTE
0 0.00

0 0.00

Non-Restrict Nen-Restrict
Headcount FTE

Non-Restrict Non-Restrict

Headcount

First ‘4

Wage
Headcount

1]

0

Wage
Headcount

1]

0

Wage
Headcount
0

0

1-30f23 ' Last

Wage
FTE
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Example of Certified Tools Tab

! Non-Faculty | Faculty || Totals |

Business Unit 10100 House of Delegates
Employee Position Reports

Totals Find | View Al First '{ 1-30f23 ' Last
MEL Salaried Salaried Wage Wage Overall QOverall
Effective Date Headcount FTE Headcount FTE Headcount FTE
10/31/2019 145.00 0 0.00 0 0.00 0 0.00
| Certified?
Salaried Salaried Wage Wage Qverall Overall
Effective Date MEL Headcount FTE Headcount FTE Headcount FTE
09/30/2019 187.00 145 143.00 7 44.00 152 187.00
| Certified?
Salaried Salaried Wage Wage Overall Overall
Effective Date MEL Headcount FTE Headcount FTE Headcount FTE
08/31/2019 198.00 145 144.00 10 54.00 155 198.00

V| Certified?

|[Flsave ||[ah Returnto Search ||[=] Notify |

Non-Faculty | Faculty | Totals
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